Sometimes timekeeping requires a comment. Typically comments are added by
the manager (or an MCtime team member), as a way to explain an edit on the
timecard.

When an employee is provisioned FMLA or Parental, any absence is assumed to
be related to the provisioned Tracking codes, however the employee (or
manager) may use the comment code to indicate any leave that is not being used
for the FMLA or Parental events. All FMLA leave is also Parental, as it relates
to the newborn. If Compensatory Leave is used, (and FMLA cannot be applies)
only Parental should be used.

Currently three comments exist that employees can use to designate leave used
that does not relate to the FMLA and/or Parental Leave event:

« Employee Indicated Leave Not Related to FMLA

« Employee Indicated Leave Not Related to PARENTAL

« Employee Indicated Leave neither FMLA nor PARENTAL

How to Add a Comment - HTML
1. Place the cursor on the leave that you wish to designate.
2. Click the Comments block to open the dialog box.
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How to Add a Comment — HTML (continued)

3. Use the scroll arrows to find the available comment
4. Click to highlight the appropriate comment
5. Click the middle arrows to move to the Selected Comments box
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COMMENTS

Name:

Available Comments

Adjustment for Compressed Schedule Transiti
COVID Leave Adjusted — Personal LV not exh
Changed to Furlough before using ANL, COMF
Differential edited

Digciplinary Action Taken by Office or Dept
Employee Indicated Leave Not Related to FML
Employes Indicated Leave Not Related to PAF

added to Holiday Leave
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6. Confirm the appropriate comment is moved to the Selected Comments

box
7. Click OK to save

Available Comments Selected Comments
Adjustment for Compressed Schedule Transiti Employee indicated Leave neither FMLA nor PAR

COVID Leave Adjusted — Personal LV not exh

Changed to Furlough before using ANL, COMF

—| | Differential edited B E
— | Disciplinary Action Taken by Office or Dept

Employee Indicated Leave Mot Related to FML n
Employee Indicated Leave Mot Related to PAF
Exchange Veterans Day for Day After Thanks: W

FMLA added to Holiday Leave
FMLA may not be used with Comp Leave
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Adding a Comment- HTML

8. Timecard will show a little note icon on the selected day.
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How to Delete a Comment

1. Click on the little note icon.

2. Click on the Selected Comment to highlight.

3. Use the bottom middle arrow to move from the Selected Comments
box to the Available Comments box.

4. Click Ok to save.

COMMENTS

Mame:

: Available Comments Selected Comments
ABS Schedule Adjustment Employee indicated Leave neither FMLA nor FAR

Adj for Hrs Previously Paid Due to Schedule C
Adj for Hrs not Prev. Paid Due to Schedule Ch

Adjusted for CBA compliance
Adjusted for Megative Leave Balance _
Adjustment for Compressed Schedule Transiti

Differential edited
Disciplinary Action Taken by Office or Dept
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COVID Leave Adjusted — Personal LY not exh
Changed to Furlough before using AML, COMF v

Questions related to how to enter a Project Task, Expenditure Org Or Reason Code should be
directed to MCtime at MCtime.Finance@montgomerycountymd.gov.
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